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We aim to minimise the risk of losing a child from the Village Pre-school E17 by ensuring 
that whenever the front door / entrance area is not locked a member of staff is always 
present. 

The garden gate is always locked and fire doors are always secured and checked 
before each session. 

In the unlikely event of a child becoming lost from the pre-school, we will immediately 
put into place the procedures detailed below. 

These ensure that a systematic approach to finding the child is taken. 

The pre-school will also ensure that a high level of care is maintained to our other 
children during the incident. 

 

Method 

If a child goes missing from the pre-school: 

The person in charge (usually the Manager) will be the main point of contact to co-
ordinate the search. 

A member of staff will immediately check the register to confirm that the child came in to 
the pre-school. 



 A quick search of all rooms, cupboards and other areas in the pre-school will take place, 
including garden and perimeter. 

A further search will be conducted in the immediate vicinity of the pre-school. 

While the initial search is made, the Manager will make sensitive enquiries of all adults 
and children at the pre-school to establish the last sighting and time, clothes that the 
child was wearing, and the mental state of the child (happy, upset etc.). 

If the child is still missing, the Manager will then notify the police. 

The Manager will contact the parent/carer and report the situation. 

The parent/carer will be asked to come to the pre-school by using the child’s normal 
route and preferably on foot. 

If possible a friend or neighbour should stay at the house in case the child returns home. 

When the parent/carer arrives at the pre-school, and if the child is still lost, the 
parent/carer will be asked to return home and wait, in case the child has managed to 
make their way home. 

Telephone lines should remain as free as possible so that messages are not delayed. 

During this period, and until the Police arrive, available staff/ volunteers will continue to 
search for the missing child. 

Remaining staff/ volunteers will look after the rest of the children and will try to maintain 
as much normality as possible. 

Until the security breach is established the rest of the children should be kept in a 
smaller and more restricted area. 

A member of staff will contact the Chairperson of the Committee who will attend the pre-
school as soon as possible. 

 

Once the child is found 

The Manager will discuss with the child’s parents/carer the events surrounding the 
disappearance of the child. 

A full report will be written in the incident book by the Manager and Chairperson. 

A short meeting will be held or a letter sent home with the children to give parents/carers 
brief, accurate information about the incident and to reassure them that measures have 
been taken to minimise it happening again. 

The Manager will write an incident report detailing: 

- date and time of the incident 

- which staff/children were at the pre-school 

- when the child was last seen at the pre-school 



- what has taken place in the pre-school since then to minimise re-occurrence. 

If the incident warrants a police investigation, all staff will co-operate fully. 

In this case, the police will handle all aspects of the investigation, including interviewing 
staff. 

The incident is reported under the guidelines of RIDDOR (Reporting Injuries, Diseases 
and Dangerous Occurrences) and may be reported to the local Health and Safety Officer 
for their investigation 

Staff and parents should be asked to refer any enquiries they have or any enquiries from 
the media about the incident to the Chairperson of the Committee. 

OFSTED to be informed. 

The Pre-Schools’ insurance company to be informed. 

If the pre-school has an off-site visit planned, a full head count will be taken before 
leaving the building and the entire premises will be checked, that is, the playrooms, 
kitchen, bathrooms, and garden and store cupboard, to ensure that all children going on 
the visit are with the group and accounted for. Each key person going on the visit will 
double check that all their key children are present within the group before leaving the 
building. 

Further detail in our Lost Child on Outings Policy 
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